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“MY BOSS 


AGREES WITH ME!” 
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ELECTRIC 
TYPEWRITERS 











pemmcemeesctty 


I call the time before we got our 
IBM Electric Typewriter “the dark 


i : S ! 
ages’ —and my boss agrees with me! 


It’s so different nowadays—my 
wonderful IBM helps me turn out 
the most beautiful typing ever— 
in less time and with less effort. 
That means I have the time and 
energy for relieving my boss of 
more details—so my job is more 
interesting, and his is made easier. 
Now, my boss and I can’t understand 
why we didn’t end “‘the dark ages” 
ages ago! 

You and your boss will probably 
feel the same way. Call your 
nearest IBM office for more 
information. 


... OUTSELL ALL OTHER ELECTRICS COMBINED! 
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THE CASE OF TE 


HOT DIARY by 


YOUR GIRL FRIDAY 


. . - and AFTER she read the first few pages . . . was HER face red? It was. She had underestimated her boss. Here’s what was 
IN that HOT diary: 


“*My secretary keeps complaining about what she calls ‘eye fatigue’. Says reflected glare on harsh typing paper 
and the black print on white paper slows her down to a walk by the end of the day. Well .. . even | have heard 
of Panama-Beaver ‘“‘vision-engineered” products. Even | know about those COLORED Panama-Beaver Hypoint 
Carbon papers. They're soothing to the eye and harmonize with all paper. The Panama-Beaver Lustra Colorful inked 
ribbons do the same . . . scientifically harmonizing with letterheads and all forms. And take those EYE-SAVER 
Unimasters for spirit duplicating. Their tinted jackets avoid any glare. Easy on the eye, yet the typing stands out 
and they produce ‘brilliant copies in amazing numbers. | am surprised that my secretary...’ 





Well, our Diary snatcher, pink cheeks and all, wasted no time asking her office neighbor about Panama-Beaver. In no time a 
highly competent and accredited representative called to demonstrate the exclusive features the boss had known about all along. 
Now, don't wait for the Boss to write you up in his diary. Just fill in the coupon below. Do it now and you'll receive absolutely 


FREE Panama-Beaver's outstanding eraser that helps you ‘‘erase without a trace’. 


— Mail Coupon NOW! - = == 


MANIFOLD SUPPLIES CO. 
19 Rector Street, New York 6, N. Y. 


Fr " 

I I 
PANAMA-BEA VER |! | 
, : / edly Needy groaning oo en A 

WHE CAE BH i Sal yeti same time receive my FREE Panama-Beaver | 

i ! 
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Name 





Coast to Coast Distribution 


Cc 





Street. 
City. 
State. Phone. 








# MAnIFoLp SupPiies Co. 


19 Rector St. New York 6, N. Y. 








MERIDIAN EVR-FLAT CARBONS «+ EYE-SAVER UNIMASTERS * LUSTRA COLORFUL INKED RIBBONS 














An ERASERSTIK won't 
teach you how to spell— 
but it will whisk away 
spelling mistakes that even 
the best Secretaries ac- 
cidentally make. 
Assuming you have been 
well-trained by a good 
Secretarial school, your 
A.W. FABER ERASERSTIK 
will help you turn out 
beautiful, mistake-free 
letters without “ghosts” 
or frizzles. 

ERASERSTIK gets into 
narrow spaces, takes out 
one letter without blur- 
ring the word. Give 
yourself the advantage 
of EraserSTIK and put 
yourself in the way 

of a better paying job. 
Pick one up at your 
Dealer today. 


7099—10¢ 
7099B with brush 20¢ 


A.W.FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N. J 





W.FABER ERaseR TIK ALL SERVICE) U.S.A. 7098 
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TO EVERY THING 
THERE IS A 
SEASON ... and a time 


for every purpose 


y, this, of all times, is the season of quiescence. At 
what other time of the year is there so universal a 
feeling of being at rest. The frenzied furor that accompanies 
the passing of the “Old” year has reached its climax, and is 
done. The cacophonous clamor that accompanies the wel- 
coming of the “New” year has reached crescendo and is 
muted into silence. Now is neither an ending nor a begin- 
ning. It is a momentary pause when all thought and action 
seem to be suspended in a vacuum .. . latent power wait- 
ing to be unleashed, awaiting the imperceptible change 
in season that will herald the “time to...” 

A time to build up, and a time to tear down that which 
has been built. And these two go hand in hand—inseparable 
one from the other—for in order to build a structure which 
will endure it is often necessary to tear down a part of 
what has already been built lest faulty construction destroy 
the whole. A bone which has been badly set must be re- 
broken and re-set to insure a sound and sturdy growth. 
Every error of the past which we correct is but a tearing 
down and a building up. 

In this period of quietude, when we have put down the 
work of yesterday and have not yet taken up the work of 
tomorrow, let us consider this professional Association 
which is ours and take stock of what has been done that 
should be undone; what has not yet been done that should 
be done; and what will be our individual part in the build- 
ing up which lies ahead of us. 

This is our time for taking inventory so that we may dis- 
card the stock that has no value and make room for the 
items which will enable us to achieve our purpose. This is 
the time when we should replenish our supply of those 
wares which have stood the test of time—service to man- 
agement, service to the community, service to the secretary 
—and dispense with those wares which have impeded our 
progress and have held us back from our ultimate goal— 
lethargy, apathy, disunity, disloyalty, prejudice, petty bicker- 
ing, personal aggrandizement, thoughtlessness; each a faulty 
brick which must be torn down before there will be room 
for the sound construction that will spell permanence. 

It is only as every individual member of NSA reviews 
and renews her pledge to abide by our By-Laws; to be Loyal; 
to be Friendly; to be Honest; and lives up to the Code of 
Ethics which we have adopted as ours; that NSA can be 
ready for “the time to build up.” 

In this momentary pause, which will be gone almost be- 
fore we know it, let us not just passively wait for what- 
ever is to come, but use the time to good purpose. It is a 
time to review and preview; a time to rearrange and pre- 
arrange; a time to re-examine and pre-examine—for this 
is January, and the ancient god Janus faced in two direc- 
tions, gazing at the past (which was over and done with) 
and looking to the future (which was already upon him) 
. ...a secondary pause for reflection and anticipation. “The 
Bird of Time has but a little way to fly, and lo, the Bird 
is on the Wing.” 

CASSANDRA D. WATERMAN 
President 
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PATENTED EFFICIENCY 
in CARBON use 


(1) Automatic alignment. 
(2) Automatic rotation of sheets of carbon gives 25% 
more wear. 
(3) Automatic warning of last typing lines. 
(4) World's easiest and most convenient carbon to 
handle. Hands do not touch the coated surface. 
Distributed by Kee Lox Branch Offices in Major 
Cities and by a Growing Network of Authorized 
Dealers. 
Samples sent only on request when letterhead of 
company is used. 
DEPARTMENT S4 


Kee Lox Mfg. Co., Rochester 1, N.Y., U.S.A. 


Kee Lox “Pal” Erasaguard 
each 50c in any quantity. 








national membership 





by DOLORES SCHULTZ, CPS, Chairman 


HE HISTORY of The National Secretaries Association 
(International) is a record of the faith, courage and 
tenacity of its members. Membership is an all im- 
portant function of every organization and association, and 
particularly ours. The faith and tenacity of the old members 
and the courage of the new members have made our Asso- 
ciation what it is today. 
The demand for secretaries all over the world is proof 
positive that our goals in elevating the standards of the 
secretarial profession are necessities in today’s business. 


NSA’s National By-Laws, Article XIV (Standing Com- 
mittees), Section 1(d) (The Committee on Membership), 
specifically outlines the duties of the National Membership 
Committee. These duties consist of handling applications 
for chapter honorary membership and the committee's rec- 
ommendations to the National Board of Directors for final 
action; and the action taken on all applications and recom- 
mendations of non-members of the Association for member- 
ship in the Chapter-at-Large. Article VI (Membership), 
Sections 3, 4, 5 and 6, further states the membership re- 
quirements of the Association in connection with the duties 
of the National Membership Committee. 


May we remind you again that in submitting applications 
for chapter honorary membership the chapters should for- 
ward sufficient copies to all members of the National Mem- 
bership Committee for processing. These applications should 
be most complete and informative. Each chapter should 
carefully consider these applications before submission. 
Why? Honorary memberships are coveted awards for 
meritous service—to become more highly respected through 
the years by the chapters awarding them and by the recipi- 
ents themselves. Because the work of this committee is done 
by mail, with the membership and the National Board of 
Directors, allow six to eight weeks for a reply to your ap- 
plication and the report on the final action taken. 


As a member of NSA, have you taken advantage of the 
educational activities offered? The Certified Professional 
Secretary program, which we sponsor, has given to man- 
agement a measurable standard of performance; to educa- 
tion the necessary impetus to revamp courses offered to 
secretaries; and most of all it has given to the secretary an 
earned pride in her profession which is bound to be re- 
flected in her job performance. 


committee... 
















As a member of NSA, have you “given” the best in you 
to your Chapter, your Division and your National Associa- 
tion? The programs, goals and ideals of NSA are planned 
and promoted with you in mind. However, without the co- 
operation and enthusiasm from each and every member, the 
planning could easily die on the vine. 


As a member of NSA, what have you gained from your 
membership? Certainly it is an intangible something that 
has given you the faith to advance in your profession. It 
undoubtedly has given you the courage to get on your feet 
and speak before groups with poise and charm. It has given 
you the tenacity to carry out our programs in the further- 
ance of the goals of NSA. 


As a member of NSA, have you offered the advantages 
and privileges of your membership to other qualified and 
eligible secretaries? NSA is your Association but its bounty 
of wealth should be shared with all qualified secretaries by 
acquainting them with the value of membership in NSA 
and the recognition and prestige merited as a member of 
the Association. 

Let the arms of our wonderful Association reach out for 
new members, to spread the “gospel” of NSA whenever and 
wherever possible. Through increased membership our As- 
sociation will continue to grow and further achieve our 
goals and objectives. It is up to you to tap our potential of 
resources of qualified members to help us in making further 
history in the secretarial profession. 


We are here to serve you ... the members of NSA... 


around the world: 


Miss Dolores Schultz, CPS, Chairman 
4115 N. E. Jefferson Street 
Minneapolis, Minnesota 


Miss Marguerite Dodds (SE) Miss Helen Foreman (SW) 
2100 First Avenue, North P. O. Box 1507 
Birmingham, Alabama Brownsville, Texas 


Mrs. LaDean Belt (NW) 
2633 Waldean 
Colorado Springs, Colorado 


Mrs. Thelma L. Ruland (NE) 
602 O'Neil Building 
Binghamton, New York 
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How to get the most out of your typewriter 














Picture No. 3 shows the proper way to 
pamper your typewriter and get the 
most out of it... with Park Avenue® 
Silk Ribbons and Park Lane® Carbon 
Papers. 

Park Avenue Silk Ribbons are sheer. 
The type gets closer to the paper. You 
get a sharp “‘write.”” They last longer 
because of the extra yardage. This 
means less ribbon changing. 

Park Lane Plastic Back Carbon 
Papers are non-curling, clean-handling, 
and leave no feed roll marks on the 
copy. 

Your local Roytype Representative 
is listed under ‘“Typewriter Supplies” 
in the classified telephone directory. 
Why not call him today? 


Gg ” ROYTYPE®...quality supplies 
for all business machines. 


Roytype, a department of Royal Typewriter Company, 
Division of Royal McBee Corporation. 
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This is an important, glorious story—one that every NSA 
member can be proud to tell. 

To build the Association’s membership is one reason for 
telling our story. As Dolores Schultz, chairman of the Na- 
tional Membership Committee, so aptly puts it in her 
inspiring article on page 6 of this issue: “Let the arms of 
our wonderful Association reach out for new members, to 
spread the ‘gospel’ of NSA whenever and wherever possi- 
ble. Through increased membership our Association will 
continue to grow and further achieve our goals and objec- 
tives. 
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An equally important reason for telling NSA’s sales 
story is our Association's constant goal to win greater man- 
agement recognition of the secretarial profession. 

As members, then, we must advertise NSA to all prospec- 
tive members; as an Association, we must advertise NSA 
to management. To help achieve the latter, your National 
Board has authorized the advertisement, reproduced here, 
to be inserted in the Monday morning national edition of 
The Wall Street Journal immediately following the mailing 
of each month’s issue of The Secretary magazine, commenc- 
ing January. The national edition of The Wall Street Journal 
is a combination of the Eastern, Midwest, Pacific Coast and 
Southwest editions and boasts a circulation of 350,000. It 
has been selected to carry this advertisement because it is 
the one business daily read nationally by all of top-manage- 
ment. 


Tell your boss to be on the lookout for the ad! 
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the most complete line of carbon papers and inked 
' é ribbons designed specifically to meet all applications 
a of business machine operations. 


’ F Sharper originals, clearer copies and longer wear 
are just a few of the advantages received when you 
use M & V quality-controlled products. 


M&V MEANS MORE VALUE 


) © 





MITTAG & VOLGER INC., PARK RIDGE,N.J. 





simplified for the busy secretary 





by WALTER R. STROTHMAN, C.P.A. 


trial balances 


A DOUBLE entry bookkeeping system, each trans- 

action is reflected in two ways, once as a debit 

and once as a credit. If debits are regarded as plus 
amounts and credits as minus amounts, the sum of all ac- 
count balances will be zero. The simultaneous recording of 
equal debits and credits is the underlying mathematical 
reason that a summary of all accounts must balance. Hence, 
the name, “balance sheet,” for a statement of financial con- 
dition which reflects in condensed form the final result of 
all transactions to date. 


It was discovered early in the development of the art of 
bookkeeping that it is somewhat awkward to prepare a 
financial statement directly from a ledger because a single 
caption on the statement may comprise the sum of numer- 
ous ledger account balances. Experience also demonstrated 
that it was often very difficult to locate an error in a state- 
ment which did not balance. Bookkeepers gradually de- 
veloped techniques to overcome these difficulties. The 
most common device is a listing of account balances on a 
work sheet used primarily to prove the equality of debits 
and credits. This listing is called a trial balance. A trial 
balance is also frequently arranged so that subtotals of 
selected groups of account balances may be computed on 
the work sheet and from there transcribed to the financial 
statements. 


If the trial balance does not balance, various techniques 
are employed to locate the error. The first step is usually to 
scan the list of balances to see if they “make sense.” For 
example, if the business usually has a balance of $50,000 in 
the capital stock account, a balance of $50 would not 
appear reasonable. If the scanning inspection does not 
quickly reveal the error there is a whole series of tests 
which can be made. Probably no two accountants would 
agree as to the sequence in which the tests should be made 
and there is no doubt that the amount of the difference and 
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the circumstances surrounding the discovery of imbalance 
will influence the nature and sequence of the tests. The 
most common tests are as follows: 


(1.) Check the footing of the trial balance. 
(2.) Check the trial balance amounts back to the ledger. 


(3.) Cheek the computation of the ledger balances since 
the last successful trial balance. 


(4.) Mathematical analysis of difference, e.g., if the dif- 
ference is divisible by 9 check for a transposition of 
digits. 

(5.) Check total debits and total credits in ledger ac- 
counts with total of debits and credits in books of 
original entry. 


(6.) Check equality of total debits and credits in each 
book of original entry. 


There are many other tests but these are the ones most 
commonly employed. A high speed proof or trial balance 
can be made on an adding machine tape of debit (plus) 
and credit (minus) ledger account balances, which should 
total to zero. Preparation of statements can be accelerated by 
having all the accounts comprising a statement caption ar- 
ranged in a separate group in the ledger. When the tape is 
run, subtotals are obtained for each group. A second tape 
of the subtotals then proves the equality of the debits and 
credits. This tape can be prepared in one operation on 
certain types of bookkeeping and adding machines having 
devices whereby the subtotals of one register can be cleared 
and transferred into an accumulator or grand total register. 

Bookkeepers and accountants seem to enjoy devising new 
and ingenious methods for locating errors disclosed by the 
trial balance. The chances are better than ever that your 
own bookkeeper is disappointed or even suspicious if the 
trial balance balances on the first try! 
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And no wonder—electricity 

does the work—helps today’s 

smart women of letters turn out 
such truly beautiful work in 

so little time; with so little effort 
and so pleasing to the boss. 
Remington. Fland. 
Division of SPERRY RAND CORPORATION 








the human relations angle... 


An address by Miss Karon Keboe, 
Jobs Editor, Charm Magazine, before 
the Administrative and Clerical Coun- 
cil of the National Urban League 
during its recent 45th Annual Con- 
ference.in Milwaukee, Wisconsin. 


SYCHOLOGISTS tell us nothing 

makes a woman happier than to 

feel useful and needed. If this is 
true, then you who are secretaries should 
be happy as larks. In the entire business 
world there is probably no other single 
occupation more indispensable than 
yours. Your boss expects you to be 
personable, well-dressed and well- 
groomed. You should have an attractive 
voice and a pleasant manner; be calm, 
cheerful, discreet, efficient; have poise, 
tact, dignity and intelligence. In short, 
maintain a standard of behavior which 
he never, in his wildest dreams, would 
dare expect from any other person he 
knows. 

And the amazing thing is that most 
secretaries really are all these things! Of 
course, where there is a secretary there 
must be a boss. But have you ever 
watched a boss floundering pitifully 
around in his office on a day when his 
secretary is out sick? It becomes pretty 
obvious then who needs whom the most! 

On the other hand, we are well aware 
that most of you cam and do get along 
without bosses very well. The office func- 
tions efficiently. The wheels of business 
keep on turning. And, in the case of 
top-level secretaries, important decisions 
are often made with no resulting col- 
lapse in the nation’s economy. 

Today, 20 million women are working 
in the United States. More than a mil- 
lion of them are in the secretarial field. 
It is one of the most popular jobs for 
women and certainly it is one of the 
most satisfying. Why? Because it has 
variety and responsibility. It has the ex- 
citement of being in on things even 
before they happen. And most of all, 
it has the challenge of people . . . of 
human relations . . . of meeting people 
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and getting along with them. Stated 
simply, that is exactly what human re- 
lations means: getting along with people. 
And as secretaries it’s one of the most 
important parts of your job. 

Good human relations take skill and 
understanding and a real desire to create 
them. But what specifically can each of 
us do to create better relationships with 
other people? Well, the first thing we 
can do—and by far the most important 
—is to examine our own attitude. Atti- 
tude, incidentally, has been defined as 
being something we all have toward 
everything, especially toward things we 
don’t know anything about! 

Most important in our attitude to- 
ward other people is that we develop a 
desire for “togetherness” with them, 
that we learn to move toward and with 
people, rather than away from and 
against them. 

Does this mean you should “butter 
them up” or be a “yes” girl? Not by a 
long shot. Most of us, unfortunately, 
have had only too much experience with 
the person who has obviously learned all 
the verbal gimmicks, who soft-soaps and 
flatters in the name of pushing ahead 
or getting something done. What he’s 
trying to do is get his own way and you 
know it even if he doesn’t. What he 
calls smooth human relations are simply 
a disguise—he hopes—for his desire to 
control. And, quite rightly, you resist. 

Yet in all of us there is a bit of this 
desire to conquer, to be top-dog. And if 
we want to improve our relationships 
not only on the job but at home and in 
our communities, it’s up to us to recog- 
nize it when it pops up in us—and it 
will!—and outgrow it. We must grow 
beyond our need to be “right,” to get 
people on or side, to wield power. Con- 
centrate that energy and intelligence, 
instead, on searching out what’s strong 
and good in a person or a situation. Ac- 
knowledge those strengths. On them 
build a friendly “together” atmosphere. 
That kind of feeling between people 
creates positive motivations, and then 
things really get done. Of course, this 


can be carried too far. Take, for instance, 
the story of the man who climbed Brook- 
lyn Bridge with the intent to commit 
suicide. A policeman came along in the 
nick of time and finally managed to per- 
suade the man to come down so he could 
talk with him. He suggested they walk 
around the block while he listened to 
the man’s story. In the course of the 
conversation, the man revealed one hard 
luck episode after another, bringing the 
policeman up to date on his woes. By the 
time the saga had ended, they were both 
back at the spot on Brooklyn Bridge 
where the man had been hailed. down. 
They both jumped off. That is not the 
kind of togetherness I mean. 

What I do mean is that every human 
relationship is two-sided — although 
sometimes we are so harassed and rushed 
we forget about it. But you can bet your 
life the other person doesn’t. If you want 
his cooperation, you not only have to be 
aware of his side but you have to let 
him &now you are aware of it. And that 
brings us to communication. Better 
understanding of the other person’s point 
of view is very largely dependent upon 
better communication with him. 

You are all aware of the importance 
of communication on the public rela- 
tions level and the effectiveness of dif- 
ferent media — TV, radio, magazines, 
newspapers, movies. What about the 
most important kind of communication 
of all: face-to-face? TV you can turn off. 
As you can the radio. Magazines and 
newspapers you can put down when you 
don’t like what they say or are bored. 

In every single face-to-face contact 
which any two people have there are 
three major elements: 1. What a person 
intends to say as well as exactly what 
she does say. 2. Whether the other per- 
son understands what the first person is 
intending to get across, which, of course, 
depends on the skill used by the first 
person in expressing herself. 3. The other 
person’s willingness, or lack of willing- 
ness, to accept either what the first per- 
son 7s communicating or trying to com- 
municate. 
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Sometimes what is said and what is 
meant are the same; many times they are 
different. So much emphasis today is 

laced on factual content that it becomes 
asy to listen and think only of that. But 
just stop for a minute and think of how 
the meanings of words change with the 
| tone of voice used in saying them. For 
| example: “Miss Jones, will you please 
take my calls while I’m out?” or, “Miss 
Jones, will you please take my calls 
while I’m out?” In the same way, a 
| squint of the eyes, a shrug of the 
shoulders, the tilt of the head, the pace 
at which the other person is speaking, 
or his body position help you to under- 
stand what he really means. Even with- 
out speech, these tell a lot. 





Today a very large part of the busi- 
ness done is done over the telephone. 
When an angry board member calls 
wanting to know why she isn’t being 
placed at the head table at the annual 
meeting, you first have to understand 
what she really means just by the tone 
of her voice, which is, most probably: 
“I feel I am being slighted. You don’t 
think I’m important enough to sit at the 
head table.” And then by your tone of 

voice as well as your words, you have to 
give her the feeling of importance she 
craves, pacify her and completely con- 
vince her that the seating arrangement 
was in no way the fault of your boss, 
who more than likely is making wig- 
wag signals from the other side of the 
room meaning he is out to lunch. 


Sensitivity to and skill in recognizing 
these various facts of verbal and non- 
verbal communication will go far to- 
ward helping you understand what is 
taking place between any two—or more 
—people. Watch. Listen. The very next 
time you hear a discussion going on, ask 
yourself: What exactly is the intent of 
each of these people? Then, decide 
whether communication is really taking 
place. Does Mary Clark understand what 

’ Jenny Smith is saying or is she misin- 
terpreting certain words Jenny is using; 
or is she so intent on having her say to 

’ Jenny that she isn’t even listening to 
what Jenny is saying. Or, worst of all, 
is she so antagonistic to Jenny that she 
can’t accept anything Jenny is saying? 
And, last, ask yourself: Are both Mary 
and Jenny aware of the feelings involved 

& in this interchange? When relations are 
(continued on page 30) 
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secretary 


Two of the most important persons who work with the 
Institute on the program for certifying secretaries are the 
test consultant and the publicity director. Because they per- 
form so many important functions in the program, this 
month’s CPS page introduces them to you. 


Dr. George Satter 


The test consultant for the Insti- 
tute for Certifying Secretaries is 
Dr. George Satter. He is a profes- 
sional psychologist who lives at 
Malaga, New Jersey. When not 
working for the Institute, he is 
employed as a research psycholo- 
gist at a center for the treatment 
of mentally retarded children. 
Dr. Satter received his training at the University of Illinois 
and at Purdue University. Before coming to New Jersey 
and the employ of the Institute, he was on the staff of the 
Department of Psychology at the University of Michigan, 
where he taught courses in industrial psychology, in re- 
search methods and in tests and measurements. His work 
history also includes employment with The Mead Corpora- 
tion at Chillicothe, Ohio, as director of Selection and Train- 
ing, and during the World War II period, being a research 
associate of the College Entrance Examination Board. 

Dr. Satter was employed as test consultant for the CPS 
program in 1954. In this capacity he works with the ex- 
amination committee of the Institute, composed of the 
business education representatives, and with the CPS hold- 
ers who also serve on various sub-committees. Thus the 
career secretary, the teacher and trainer of business person- 
nel and the test technologist all work together to plan, 
build and administer a polished examination designed to 
measure the achievement of experienced professional per- 
sonnel. 
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by DR. RUTH I. ANDERSON 
Dean, Institute for Certifying Secretaries 


Dr. Satter meets with the examination committee at a 
planning session where the content and form of each part 
of the examination are discussed and plans are laid for the 
year's program. From this meeting, a test outline for each 
part originates which serves as a guide to the committee 
members who have the responsibility for preparing the 
items which make up the examination. 

Each business education representative has the responsi- 
bility ‘or working with a committee of CPS holders in 
assembling and developing the first rough draft of the 
part of the examination assigned to that committee. Dr. 
Satter meets with each new business education member and 
his CPS committee to advise them on such matters as the 
technicalities of ‘how test items should be written. After 
the first rough draft of the examination is prepared by the 
various committees, Dr. Satter edits and assembles the ma- 
terial into a preliminary form. Early in the year, the pre- 
liminary draft of the examination is reviewed and revised 
at another joint meeting of the examination committee, 
CPS holders and the test consultant. Dr. Satter supervises 
the preparation of the printer’s copy, is responsible for its 
reproduction and finally distributes the examination to the 
test centers for administration. 

After the examinations have been taken, the completed 
tests are returned to Dr. Satter who assembles them and 
sends them to a professional test-scoring organization. He 
then assembles all scores, computes the statistics necessary 
for their evaluation and finally makes a study of how each 
item in the examination worked. These data are then turned 
over to the examination committee and provide the com- 
mittee with an over-all evaluation of the examination and 
with suggestions for modification and improvements in 
future examinations. 

Dr. Satter is 39 years old; he is married and has three 
children. He and his family have a small farm outside of 
Malaga where he indulges his interest in gardening and in 
raising pure-bred Afghan hounds and French poodles. 


THE SECRETARY—January 1956 





Barbara Pradal Price 

Barbara Pradal Price has served as publicity director for 
CPS since the winter of 1951, when she was first employed 
by Dr. Popham. At that time she was working as account 
executive for a well-known public relations firm in New 
York and was handling accounts in education, business, 
finance, women’s interests and arts. 

In 1952 Miss Price opened her own publicity-public rela- 
tions office at 270 Park Avenue in New York where she 
continued to handle the CPS publicity. In 1954 her duties 
for NSA and CPS were expanded to include publicity-public 
relations for all phases of NSA’s activities. She now handles 
the publicity for The National Secretaries Association (In- 
ternational), for the Certified Professional Secretary pro- 
gram and for the NSA Home. In order to promote these 
programs, her activities include publicizing NSA, its na- 
tional president, outstanding members, NSW, workshops, 
scholarship awards, volunteer community work, the NSA 
Home, the national convention, the CPS program, members 
of the Institute, appointments to the Institute, results of 
the annual examinations, publicizing the secretaries who 
pass the examinations and those secretaries who achieve 
recognition from their employers as a result of the CPS 
rating, statements about the program from employers of 
CPS holders, the contributions of the CPS program to man- 
agement and so on. 

This past year a definite effort has been made to reach 
management with the CPS program as is shown in the fol- 
lowing list of national publications which published articles 
about CPS: 

Nation’s Business, October 1954 

New York Times, Magazine Section, December 1955 

Christian Science Monitor, August 1954, December 
1954, April 1955 

Business Week, January 1955, April 1955 

Wall Street Journal, February 1955 

Office Executive, April 1955 

The Office, January 1955, March 1955, April 1955 

Office Management, May 1955, June 1955 

Charm, September 1954, May 1955, December 1955 

Glamour, May 1955 

Today’s Secretary, January 1955, April 1955, October 
1955 

Business Education World, November 1955 

The publicity program is constantly expanding as projects 
grow. Publicity is obtained through contacts on all national 
media, through releases sent to national media, through 
releases to the NSA chapters for distribution to their local 
newspapers and through publicity suggestions from Miss 
Price’s office to the chapters advising them on the pro- 
cedures for obtaining maximum coverage for their projects. 
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dealer's shelves. 











Send now for FREE folder 
on the many office uses of 
X-acto replaceable-blade Knives. 


Miss Price also serves as a public relations consultant to 
the NSA and CPS Institute on all matters involving pub- 
licity and public relations. 

Miss Price has many hobbies including swimming and 
fencing. She has written short stories and educational arti- 
cles for children. She has had experience in radio and TV. 
Her study of Egyptology almost persuaded her to become 
an archaeologist. This year the CPS program and Barbara 
Price are celebrating their fifth anniversary together. 


x * * 
ATTENTION ... Retakes 


All persons planning to retake sections of the CPS exam- 
ination must send in the name and number of the sections 
which they are planning to retake, and their choice of test 
centers, by February 1. 

This information, together with a check for the retakes, 
should be sent directly to The National Secretaries Associa- 
tion (International), 222 W. 11th Street, Kansas City 5, 


Missouri. 
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The Cafe Rouge for your din- 
ing pleasure. 





The Statler Hotel—Con- 
vention headquarters. 


by BEULAH SIMON, Chairman 
Reservations and Registrations 











“The DiBeit hanacipt: Chap omits wba . 


| bree . . .« Motor Capital of the World ... is a 


city of wondrous attraction to anyone who wants to 

find out what makes America great. Here are the 
giant, sprawling plants of the automotive industry . . . the 
blast furnaces of the steelmakers . . . the world renowned 
Edison Institute and Greenfield Village . . . Detroit Zoo- 
logical Gardens . . . Belle Isle . . . Briggs Stadium, home of 
the Tigers and the Lions Football Teams . . . Olympia In- 
door Stadium, home of the Red Wings Hockey Team .. . 
and some of the country’s finest department stores and 
specialty shops. 

Our good neighbor, Canada, is just a matter of minutes 
away via the Ambassador Bridge, the world’s longest inter- 
national suspension bridge, or the Windsor tunnel—and— 
you need no passport. So, if you wish to tell the folks back 
home that you were in a foreign country, take time to 
visit Windsor, Canada. 

From the wheel-like hub of Grand Circus Park, where 
HOTEL STATLER is located, broad avenues ray out in 
all directions to points of beauty and interest, many of 
which are within walking distance and for those that are 
beyond walking distance a convenient transportation system 
will take you to any part of the city. 

Step outside the hotel and you are in the center of 


16 


.. the 1956 Convention .. .. 


Detroit's business and entertainment world . . . The J. L. 
Hudson Company, Cinerama, theaters, legitimate stage and 
the multi-million dollar Civic Center on the banks of the 
Detroit River. 


The Statler has planned everything for your comfort and 
convenience and welcomes your challenge to these claims— 
each of the 1,000 rooms has its own private bath with tub 
or shower, circulating ice water and radio . . . many of the 
rooms are air-conditioned, if so desired, and some are 
equipped with TV. The many friendly Statler services in- 
clude such things as excellent food, fine entertainment, 
overnight laundry and valet service, garage facilities, beauty 
salons and many more. 


The Statler’s distinct cuisine, attentive service and truly 
magnificent surroundings will make your dining pleasure 
a memorable event. The Terrace Room is one of the city’s 
most beautiful dining rooms, air-conditioned for year- 
round comfort. Here you may enjoy sparkling shows featur- 
ing the best in the entertainment world plus the music of 
the nation’s leading dance orchestras. The Lounge Bar .. . 
magnificently appointed, strikingly decorated, comfortably 
air-conditioned . . . is one of Detroit's most popular rooms. 
The Cafe Rouge . . . modern, spacious and comfortable . . . 
is equally popular for breakfast, luncheon or dinner. The 
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A bird's-eye view of dynamic Detroit. 




















A typical twin bedroom. 
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sessions will be held. 


_.. Detroit .... July 18-21... 


Cafeteria . . . an economical place to eat when you are in For your advance information, the following room rates, 
a “hurry to get going.” subject to minor changes, will prevail for the Convention: 
By automobile—easily accessible—major highways ter- Single $ 5.50—$ 9.50 
minate within a few blocks of Hotel Statler, located at the Double 10.00— 12.50 
hub of downtown Detroit immediately adjoining Grarid Twin Bedroom 10.50— 14.00 
Circus Park. The Ambassador Bridge and Detroit-Windsor Dormitory Rooms $3.00 per person with 4 or more. 
Tunnel leading to Canada are only ten minutes from the RESERVATIONS should be made directly to the HOTEL 
hotel. Parking facilities—doorman will arrange for storage STATLER—which will arrange with the Tuller Hotel, 
of car in enclosed garage near to the hotel. directly across the street, to absorb the overflow. Reserva- 
Airlines—Greyhound busses from Willow Run Airport tions will not be confirmed until Detroit Transcript Chapter 
make special stops at the Hotel Statler to discharge airlines has been notified by National that your registration fee has 
passengers. Going to the airport the Greyhound Airlines been received. Please mention NSA when requesting your 
1 Terminal is less than a block from the hotel. Seven airlines reservation; also, state whether you are a delegate or an 
—American, Capital, Chicago & Southern, Eastern, North- alternate, as it is desired that this group be housed in the 
] west, Trans-World and United — serve Detroit. Trans- headquarters hotel. It is suggested that chapters send in 
Canada operates in the Detroit area through Windsor Air- reservations now for their delegates and supply the names of 


port across the Detroit River. those chosen as soon as possible. 


Trains—The Michigan Central Station and Fort Street Watch for future articles on convention activities. For 
Station are only a few minutes from the hotel. New York additional information regarding hotel accommodations 


Central, Chesapeake and Ohio, Pennsylvania, Baltimore and please contact the Reservations and Registrations Chairman 

4 Ohio, Wabash, Grand Trunk Western (using Brush St. —Mrs. B. Simon, 21410 W. Seven Mile Road, Detroit 19. 

a é Station), Canadian National and Canadian Pacific Railways THE BIGGEST AND BEST IS IN THE MIDDLE 
offer rail service to and from Detroit. WEST — COME TO DETROIT! 
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FOR MR. EXECUTIVE 


don’t overpay your taxes... 


HETHER the federal income tax rates are cut or 

W not, you may be able to cut your own tax bill— 

honestly! 

To do this you need to know the tax effect of various 
choices. Your choice of a method of handling a particular 
transaction can raise or lower your taxes, and sometimes 
you can save money by a legitimate shift of taxable in- 
come or deductions from one year to another. You are also 
allowed choices in your treatment of certain items in your 
tax return, such as depreciation and research costs. 

Many businesses could reduce their tax burden if they 
were aware of the tax considerations affecting a variety of 
transactions. The most. feasible means for many businesses 
to keep alert to tax saving opportunities is frequent consul- 
tation with a properly qualified advisor. If the firm retains 
a certified public accountant or a firm of CPA's there 
should be tax consultations not just once a year when the 
filing date approaches, but throughout the year as decisions 
are made which will affect the tax. 


Choice of Depreciation Method 


Certain tax-saving steps are still possible at tax-filing 
time. One of them is the proper choice of depreciation 
method. The first step is to determine the estimated useful 
life of any asset acquired during the tax year. Every busi- 
nessman should have a copy of “Bulletin F,” which con- 
tains tables of “average” useful lives. It is available from the 
Superintendent of Documents, Government Printing Office, 
Washington 25, D. C., for 30 cents. The tables provide a 
guide, but it is not necessary to follow them exactly. 

The simplest method is straight-line depreciation. It may 
also be the best in your particular case. Just divide the 
cost (less what you expect to sell it or trade it in for when 
it is replaced) by the number of years of estimated useful 
life, and this is the amount to be deducted each year. In 
arriving at the original cost, don’t forget to include freight 
and installation charges in addition to the price paid for 
the equipment. 

The law now specifically permits several other methods 
of depreciation for new assets having a useful life of three 
years or more. One of them is known as the declining bal- 
ance method. In the first year the depreciation rate is twice 
what it would be under the straight-line method. The next 
year the same rate is applied to the amount remaining to 
be depreciated. This process is repeated each year. 

The result is that a greater proportion of the cost is de- 
preciated during the early years of the life of the asset. 

Another new method, known as “sum of the years’ digits,” 
has a similar effect. You should figure depreciation on a 
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This article is based on information supplied 
by the American Institute of Accountants, the 
national professional organization of certified 
public accountants. 


new asset in all possible ways so that you can decide which 
is best for you and make the proper choice. 

These methods of rapid depreciation may be particularly 
helpful to a company which is currently making large out- 
lays for new equipment, but the depreciation left for the 
later years of the asset’s life will be less than under the 
straight-line method. The best method depends upon the 
circumstances of the individual company, and is also af- 
fected by such imponderables as estimates of future earn- 
ings and tax rates during the life of the asset. 


Research and Development 

Another choice confronting the taxpayer is whether to 
treat research and development costs as immediately deduct- 
ible expenses or to amortize them over a period of years. 
The immediate deduction is certainly a “bird in the hand” 
and may be very attractive to a company which needs this 
tax benefit to help finance the undertaking. 

The company which can afford to spread the cost over 
the estimated useful life (or at least sixty months if the 
useful life cannot be determined) may find it best to do so. 
This is especially likely to be advantageous for companies 
whose income is expected to increase. 


Being Taxed as a Corporation 

There is a provision in the 1954 Internal Revenue Code 
which allows some proprietorships and partnerships to be 
taxed as if they were corporations. This choice should not 
be made lightly, as there is considerable uncertainty about 
the provision and the proprietorship or partnership desiring 
corporate tax treatment might find it better actually to in- 
corporate. 

Choice of Fiscal Year 

Regulations now permit changes of fiscal year in some 
cases without permission of the Treasury Department. Gen- 
erally it is wise to use the fiscal year which corresponds 
most nearly with the annual cycle of business operations, 
ending at the low point of receivables, inventories and 
loans, instead of a calendar year. This reduces the area of 
possible dispute over such matters as value of inventories, 
and has many advantages apart from tax considerations. 
The change should be carefully timed, though, to avoid 
possible adverse tax effects during the changeover period. 


Sickness and Accident Benefits 


Under the present tax law, payments from your company 
to employees for treatment of sickness or injury are not 
taxed as income of the employees. If the company has a 
plan for continuing all or part of an employee’s pay while 
he is absent for sickness or injury, limited amounts of this 
“sick pay” are also tax exempt. 

This applies whether the payments are made by the com- 
pany or by an insurance company. In the case of a sickness 
requiring hospitalization even for one day during the 
course of the illness, or in the case of amy injury, the first 
$100 per week of payments are tax free. In case of sick- 
ness which does not require as much as a day's hospitaliza- 
tion, the exemption begins after the first week of absence. 

(continued on next page) 
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ERTAIN types of business messages may involve sensi- 
tive personal feelings. Even the simple types of writ- 
ing may stir personal emotions one way or another; 

and where these are likely to be stirred, you must step 
warily. To ask others for favors or for certain special kinds 
of cooperation is often necessary in business. Regardless of 
whether the result is great or small in importance, each re- 
quest should be written as persuasively as possible in order 
that it may receive a favorable hearing. 


Negative Suggestion is Dangerous 

Suggesting that the action your reader may take is liable 
to be unfavorable, or that your suggestion is unlikely to be 
a success, or that someone will try to block the scheme, or 
that you know the reader is busy, is negative through and 
through and wil] defeat the proposal before it is well under 
way. For example: “I know you are extremely busy and I 
further realize that you are bothered a great deal by people 
who are trying to sell you flour; but I want to explain the 
only reason I am endeavoring to sell you flour is that I 
think you can sell my brand to your advantage.” 

That letter beginning is typical of many that arrive daily 
in the mail. Be careful in your writings. Choose an appeal 
that makes the proposal interesting and important to the 
reader. Put yourself in his place. Negative suggestions creep 
in at the oddest moments. Guard against them. 


Granting Favors 


It is an axiom that it is easy to grant favors. Surprisingly 
enough, many letters of this kind are ruined by a grudging 
consent. A request should be granted cheerfully or not at 
all. To give grudging consent is to destroy the atmosphere of 
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by ATHENE HENSLEY, San Diego Chapter 


willingness and the value of the effect. Cooperation is a 
matter of valued exchange cheerfully given in the expecta- 
tion of future favors cheerfully returned. 


Refusing Favors 

When you must refuse a request for a particular favor or 
for special cooperation, take the positive tone if possible. 
Mention first what you CAN do, if anything, rather than 
what you cannot do. Follow this opening with a frank state- 
ment of what cannot be granted, giving the reason if you 
believe it should be given. Impersonal reasons for refusal 
(fixed company policies, regulations laid down by the board 
of directors or the like) are effective in disarming the read- 
er's resentment or irritation. Under no circumstances can a 
writer afford to indulge in a curt refusal. Courtesy in tone 
and tact in choice of words are paramount. 

A writer who can refuse a request and leave the reader in 
almost as pleased a frame of mind as if he had granted it is 
extremely rare. Almost every situation, however dark it may 
seem at first glimpse, has some feature that may carry 
favorable emphasis. Look for that feature and give it prom- 
inence. If possible suggest something that will fairly meet 
the correspondent’s original wishes. Emphasize what can 
be done; indicate favorable action first. Be careful of curt 
or discourteous phrases or statements. 

Inquiries and requests which are tactfully handled, no 
matter whether they are granted or refused, often lead to 
profitable sales. Be careful about “dressing down” the read- 
er and of telling him why he is wrong to make the request. 
In writing your refusal follow these leads: (1) Suggest 
favorable action in the opening paragraph. (2) Tactfully 
explain why the request cannot be granted. (3) Close with 
a courteous tone. 





FOR MR. EXECUTIVE... 


(continued from page 18) 


No great formality is required concerning the “plan” 
but it should be explained to employees, and appropriate 
records kept of the amounts paid. Proposed regulations 
governing tax withholding in 1956 from payments to ill 
employees were still under discussion when this article 
was prepared. 


Repairs and Improvements 

If you contract for repairs and improvements to your 
business property, be sure that these two types of work are 
billed separately. Should you lump them together, you may 
find that the entire cost has to be capitalized for future de- 
preciation. By listing the cost of repairs as a separate item 
you are allowed to deduct it as an expense of the current 
year. 
For example, you might have a furnace repaired and 
new radiators added. By separating the charges you can 
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deduct the cost of the repairs in the current year, although 
the new radiators would be improvements subject to depre- 
ciation during their useful life. 


Keeping Good Records 

Many deductions are lost through failure to keep adequate 
business records. Be sure that you have good records to show 
you what deductible expenses you have had, and to back 
up your deductions in case they are questioned by the Gov- 
ernment. This applies particularly to your out-of-pocket 
business expenses, such as travel and entertainment of 
customers, and to items which are deductible on your per- 
sonal income tax return. 

Good records and properly qualified professional tax as- 
sistance—at tax-filing time and throughout the year—are 
the keys to income tax savings. 
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This exhibit spotlights Celanese Cela- we ; noe aah + ] 


tm, the acetate fiber with the 
“sealed-in” color, in varied home 
products and fabrics. A few of these 
are assembled in this modern bed- 
room setting to show the coordina- 
tion of taffeta accessories, coverlets 
and draperies in plain colors with 
a novelty checked pattern. The plain 
quilted coverlet over a checked dust 
ruffle complements the plain and 
checked cafe curtains. The deep- 
ruffled dressing table skirt matches 
the ruffled unlined draperies. 
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This display shows coordination of 
Celanese Fortisan draperies and 
decorative plastic panels. 














WHAT ARE THE 
PROPERTIES OF ACETATE? 


A fiber is the beginning of all fabric. 
It is just what the name sounds like, a 
fine, hair-like strand. It can be a natural 
fiber, such as wool, silk, cotton, or linen. 
Or it can be a man-made fiber, such as 
acetate, rayon, or nyion. Companies pro- 
ducing man-made fibers often make 
more than one fiber. Celanese Corpora- 
tion of America, for example, makes a 
whole family of fibres—acetate, Cela- 
perm acetate, Fortisan rayon, Arnel tri- 
acetate, and rayon. 

Before any fabric can be woven or 
knitted, the fiber must first be made 
into yarn. 







WHAT IS ACETATE FIBER? 


A yarn is actually what you might 
call a thread. It is usually twisted out of 
many fibers, in order to give it body 
and strength for weaving. Until recent- 
ly, most yarns have been made of only 


FIBERS? YARN? 


one kind of fiber, like cotton or silk. 
But since man-made fibers have been in 
use, we have been seeing more and more 
blended yarns, which means a yarn that 
is made up of two or more different 


kinds of fibers. 


WHY BLEND FIBERS? 


Actually there are only two basic kinds 
of yarn. One is called filament yarn. The 
other is spun yarn. From these two dif- 
ferent yarns come all the many different 
kinds of fabric—such as satin, taffeta, 
crepe, brocade, gabardine, etc. 


WHAT IS SPUN YARN? 


Filament yarn is made of many Jong 
strands of fiber, which are twisted to- 
gether to make yarn for weaving or 
knitting. Think of a filament yarn like 
a long, continuous spider's thread. Only 
one natural fiber comes in this filament 
form—silk. However, man-made fibers, 
unlike the other natural fibers, can be 
produced in both filament or staple form 
and are consequently more versatile. Fab- 
rics made of these filament yarns have a 
sleek, smooth surface—like satin, taffeta 
and chiffon. 
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WHAT IS FILAMENT YARN? 


Spun yarn consists of many short 
lengths of man-made or natural fibers, 
which are called staple fibers. Think of 
them like the minute strands in a fluffy 
ball of absorbent cotton. Many natural 
fibers come in this form. Man-made 
fibers in staple form are actually fila- 
ment strands which are cut up very 
small — in lengths anywhere from 4 
inch to 8 inches long, depending on the 
use for which they are intended. The 
advantage of this is that man-made 
staple is perfectly uniform. Fabrics made 
of spun yarn have a soft feel—like gab- 
ardine, challis and covert cloth. 


WHAT KINDS OF YARN 
ARE THERE? 


Different fibers have different prop- 
erties. Acetate, for example, has a very 
rich, soft touch. Nylon has special 
strength. There is no one fiber which is 
an all-purpose fiber. Therefore textile 


FABRICS? 


designers build in whatever properties 
or texture they want a fabric to have by 
blending or combining different fibers 
or yarns. This can be done in two ways. 
One is by blending fibers—twisting to- 
gether two or more different kinds of 
staple fibers (like acetate and rayon) to 
make one yarn. This is called blended 
yarn, to be woven into blended fabric. 
The other way is by combining different 
kinds of yarn in weaving. Each of these 
yarns contains one kind of fiber. For in- 
stance, cotton yarn is often used in the 
warp (lengthwise direction) and acetate 
in the filling (crosswise direction). This 
results in a combination fabric. Acetate 
is generally regarded as the ideal blend- 
ing fiber because it contributes such a 
graceful body and a rich, lovely hand to 
fabrics, along with its useful properties. 
Blended fabrics which include acetate 
can also be “cross-dyed” to achieve two- 
tone and special color effects, since ace- 
tate takes only its own dyes and resists 
the dyes which color most other fibers. 


WHAT IS A YARN? 
Acetate is a man-made fiber. It is also 
man-controlled. It can be made light or 
heavy, bright or dull. In the acetate pro- 


cess, pure cellulose is combined with 
acetic acid to form a new chemical sub- 
stance—cellulose acetate. This new com- 
pound is chemically and physically dif- 
ferent from cellulose, cotton or rayon. 
That is why acetate absorbs less moisture 
and accepts different dyestuffs, is ther- 
moplastic, and can be given durable sur- 
face patterns by heat treating. Because it 
is a chemical fiber, acetate provides 
built-in resistance to moths, mildew and 
mold. It is hypoallergenic. And it has an 
especially rich look, which makes it the 
“beauty fiber.” 


WHAT IS A FIBER? 


Acetate contributes a number of im- 
portant properties to a fabric. It dries 
very quickly, which is important in 
swimwear and lingerie. It is especially 
supple, which gives fabrics a beautiful 
“hand” and draping quality, and makes 
them soft and pleasant to touch. Acetate 
helps fabrics to keep their shape, to re- 
sist wrinkles and shrinkage. It can be 




















For a lazy afternoon: A one- 
piece dress of white shark- 
skin of Celanese Arnel turns 
around to show its cluster of 
appliqued strawberries right 
in the center of the back. 
Smaller replicas of the straw- 
berry-applique appear on the 
cuffs near the front. 











woven for warmth or coolness (contrary 
to popular belief, fiber content alone is 
not the all-important factor—the weave 
or construction is equally responsible for 
comfort). Acetate is so versatile, you 
find it in lingerie, baby blankets, cur- 
tains, upholstery and both men’s and 
women’s clothes. Each time you see it, 
acetate may look and feel different— 
smooth or fuzzy, sheer or heavy, woven 
or knitted. 


HOW DO YOU TAKE CARE 
OF ACETATE FABRIC? 


Different fibers behave differently 
and need different care. The qualities 
and care of acetate are not the same as 
those of rayon or cotton. Acetate fabrics 
should be ironed at the lowest tempera- 
ture setting. They are either washable or 
dry cleanable, depending on the use for 
which they are made. For instance, even 
though acetate is washable, you wouldn't 
want to wash an acetate taffeta evening 
dress. Often, too, acetate is combined 
with other yarns, which determine 
whether or not the fabric is washable. 
Always check the tag for this informa- 
tion. If washable, acetate fabrics should 
be dipped lightly in mild, lukewarm 
suds, rinsed and allowed to drip dry or 
blotted to remove the excess moisture. 
When evenly damp, iron them on the 
wrong side with a gentle, light touch 
(never press hard). You do not have to 
iron out all the moisture. Just smooth 
out the wrinkles, finish on the right 
side with a press cloth when necessary, 
hang on a hanger, and let the air finish 
the job. 


WHAT IS CELAPERM? 


Celaperm is Celanese acetate yarn with 
color actually sealed into it. This color 
is added while the fiber is being made. 
The process is called solution dyeing. 
(Many fabrics are either yarn dyed or 
piece dyed. In the first case, color is add- 
ed after the yarn is made. In the second, 
color is added to the fabric after it is 
woven.) As a result, Celaperm is extra- 
ordinarily color fast. Colors in Celaperm 
cannot wash away, streak or run to- 
gether. They will not fade from salt 
water, atmospheric fumes or perspira- 
tion. They have an uncanny resistance 
to sun fading and a clear, glowing qual- 
ity that does not dim through washing 
or dry cleaning. 


You can. understand why Celaperm 
has become so important in bathing 
suits, draperies, play clothes and chil- 
dren’s clothes. You can understand, too, 
why Celaperm makes such a perfect 
combination with cotton. Celaperm-and- 
cotton fabrics combine the luster and 
richness and lasting color of Celaperm— 
with all the rugged characteristics of 
cotton. They can be washed and washed 
without any fear of streaking or fading. 


For the care of Celaperm and Cela- 
perm-blended fabrics, it is best to follow 
the instructions given for acetate fabrics. 


WHAT IS FORTISAN? 


Fortisan rayon is the finest, yet one 
of the strongest fibers ever made. It is 
classified as a rayon, and is man-made 
cellulose fiber. Yet it is as different from 
ordinary apparel and decorative rayon as 
finely tempered stee] is from iron. For- 
tisan is a pure cellulose like linen or 
cotton, but by an exclusive Celanese 
process, the molecules forming a strand 
of Fortisan are aligned to run parallel to 
the strand’s direction. This accounts for 
the extraordinary dimensional stability 
(resistance to shrinking and stretching ) 
and tremendous strength of Fortisan. It 
is about twice as strong as the rayon 
cords used to strengthen automobile 
tires. Fortisan yarn is manufactured as 
pure lustrous white or pigmented black. 
It is spun into finer, more gossamer 
filaments than any other fiber, man- 
made or natural. Because Fortisan is so 
fine in diameter, it is amazingly supple. 
Unlike some fibers used for decorative 
fabrics, it has an excellent resistance to 
the effects of sunlight. It is used in all 
kinds of gauzes, sheer curtains and 
lightweight casement draperies. 


Today, more and more all-Fortisan 
fabrics are appearing on the market, but 
often Fortisan is used in fabrics as the 
warp (lengthwise) yarn for its strength, 
stability, luster, hand and draping quali- 
ties. Filling (crosswise) yarns may be 
any natural or man-made yarns, such as 
silk, cotton, rayon, acetate or Celaperm. 
Naturally, the characteristics of these 
filling yarns have a great deal to do 
with the over-all performance and care 
of the fabrics. Because people are so 
enthusiastic about Fortisan, they some- 
times tend to make color fastness and 
stability claims for fabrics containing 
Fortisan which are not necessarily true 
of the other fiber in the fabric. For in- 


stance, since Fortisan is usually not dyed 
in such combination fabrics, color fast 
ness depends upon the filling yarn tha 
carries the color. The stability or shrin 

resistance of the fabric can also be af- 
fected by the filling yarns. In high hu- 
midity, absorptive fibers will swell, thus 
“taking up” the Fortisan warp yarns. The 
Fortisan has not shrunk, but the fabric 
as a whole will come up, in effect shrink- 
ing. However, when these absorptive 
fibers are properly treated, or when For- 
tisan is combined with /ow moisture 
absorption filling yarns like acetate, 
Celeperm, Arnel, nylon or Dacron, 
there will be so little swelling that no 
shrinkage will be noticeable. Fortisan 
itself can be washed or dry cleaned, and 
ironed at a cotton setting. But as it is 
often combined with other fibers, it is 
extremely important to check the care 
instructions on the label. 


WHAT IS ARNEL? 


Arnel is the new ease-of-care triace- 
tate fiber developed by Celanese. It not 
only has all the beautiful qualities of 
Celanese acetate, but certain remarkable 
performance qualities of its own. De- 
pending on how it is woven or com- 
bined, Arnel can contribute a number 
of properties to fabrics. Most important 
is the fact that it can be heat treated. 
This process makes possible fabrics that 
will not shrink or stretch out of fit, that 
resist wrinkles even in humid weather, 
and that hold durable pleats through 
washing after washing. You will find 
Arnel fiber in many different fabrics— 
flannel, sharkskin, tricot, faille, crepe, 
taffetas and challis. Arnel, like acetate, 
gives fabrics an especially soft, comfort- 
able feeling as well as a rich, beautiful 
way of draping. 


Most fabrics containing Arnel are 
washable—some by hand, many in auto- 
matic washers. This depends on the 
fabric construction and fiber content. 
Arnel can be washed in hot water, with 
soap or detergents. Whites do nor tend 
to grey or yellow and properly dyed 
colors will not streak or run. Arnel fab- 
rics can be tumble dried, and they are 
especially quick drying. They can be 
ironed very easily while dry, using either 
a steam or dry iron at a wool setting. 
But once again, since you will often 
find Arnel combined with other fibers 
in the fabrics you wear, it is best to 
check the hang tag for care instructions. 
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SORTWIK 


A new product of Lee Products Co., 2736 
Lyndale Ave., South, Minneapolis, Minn., 
Sortwik enables people to attain greater 
speed in handling and sorting papers and 
currency. It eliminates the need for rubber 
ingers and the unsanitary and unsightly 
water-soaked sponge. A hygroscopic prepa- 
ion, it is applied by simply drawing the 
thumb and forefinger across the material, 
a thin tacky film remaining on the fingers; 
by gently rubbing between thumb and 
forefinger it absorbs quickly and user is 
able to handle a large quantity of paper. 





eam sce omens creer since 


SELL-POWER PACKAGED 


Understanding that brand recognition is 
the most important factor in successful re- 
peat sales, Mittag & Volger, Inc., of Park 
Ridge, N. J., recently introduced the first 
complete line of matched packages in each 
of its five brands of carbon paper and rib- 
bons; that is, a matching carbon paper box 
and carbon paper folders, and matching 
ribbon tins packaged in a matching nest 
box. It is also now possible to obtain a 
complete line of ribbons (Silk, Nylon, 
Special Thin Cloth) in the same packag- 
ing, thus eliminating one more inventory 
problem. 
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FILE FOLDER LABELS 


This new pressure-sensitive file folder label 
developed by the Avery Adhesive Label 
Corporation of Monrovia, Calif., requires 
no moistening for swift, neat application. 
Colored upper borders afford an addition- 
al advantage for those firms employing 
color coding in their filing systems, al- 
though plain white also is available. Ap- 
plied in easy-to-type sheet form, and ready 
to be rolled onto each file tab, these pres- 
sure-sensitive labels adhere tightly and 
quickly for legible, accurate labeling. May 
also be used as shelf and bin markers. 


PAPER WELDER 


A new paper fastener, just placed on the 
market by Bathrick-Collins, Inc. of Me- 
dina, N. Y., uses no metal fastener or wire 
since it never requires refilling or adjust- 
ment. Pressing down the lever of the Pa- 
per Welder forces the paper between two 
steel dies which make almost imperceptible 
indentations. So strong is the “weld” that 
the paper will tear before the papers sepa- 
rate. However, by running thumb nail or 
smooth object over the fastening, the 
marks smooth out and paper separates 
easily. Savings in money, time, effort and 
weight are claimed. 


KOPY-AID 


Edanbob Mfg. Co. of Chicago announces 
its newly developed Kopy-Aid copy holder 
which features magnetized copy holder 
that simply “pops” into any position and 
will securely hold up to 6 sheets of paper, 
and the pavdie os. he guide which “pops” 
against the slides along either side at exact 
right angles. Holder and guide magnets 
are made of durable Alnico and will last 
indefinitely. Opens and locks to easel po- 
sition automatically. Rubber tipped knobs 
on base prevent slipping, sliding and 
scratching. Sturdy all-metal construction. 





BOOK MASTER 


Speed-Spacer Co. 321 Greenwich St., New 
York, N. Y., announces the Book Master, 
a new, improved holder for books of all 
sizes and weights. So designed that an arm 
will hold any book, magazine or notebook 
in a convenient position for reading or 
copying. Has exclusive gentle snap-action, 
hold-down arm which enables reader to 
turn pages with one hand and work with 
the other without interruption. Also fea- 
tures a front well for pens and pencils. 
Solid, strong and sturdy, the Book Master 
is of heavy gauge steel, weighing one-half 
pound. $1.29 List Price. 





NEWS... 


from the jour Corners of La AY: © 


MARGARET A. HANSEN 
Salem, Oregon 
240 N. 21st Street 


An innovation of Evergreen Chapter 
(Denver, Colo.) was the establishment 
of a Public Works and Welfare Com- 
mittee. In November, under the super- 
vision of Marguerite McCullough, 
Margaret McLellan and Katie Hearn, 
arrangements were made for thirty-six 
secretaries to act as hostesses to thirty- 
six little girls from the Colorado State 
Home for Children at a luncheon-theater- 
ice cream party. The American Legion 
cooperated wholeheartedly by serving a 
tasty and attractive -to-the - younger -set 
luncheon; admission charges were waived 
by the Centre Theatre management; ice 
cream was furnished by Baur's Restau- 
rant and Birlauf & Steen, commercial 
photographers, rendered pictorial serv- 
ices. Bravo, Evergreen Chapter, for par- 
ticipating in a commendatory and worthy 
project! 

* * * 

A concerted membership drive is 
under way by Teepee Chapter (Pocatel- 
lo, Idaho) , letters having been sent to all 
secretaries in that city in an effort to 
reach and interest every qualified person. 

* * #& 

Helping a needy family resulted in a 
merrier Christmas for Hawkeye Chapter 
(Des Moines, Iowa) on the occasion of 
its annual December Christmas party 
when Santa Claus distributed gifts. 

* * * 

A diversified program climaxed the 
Robert Lucas Chapter’s (Iowa City, 
Iowa) annual boss night dinner meet- 
ing in November. Piano selections were 
rendered during the dinner hour by Mrs. 
Laverne Wintermeyer, members of the 
University of Iowa Newman Club pre- 
sented a dramatic reading and musical 
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selections and Mrs. Satya Char of India 
played native music on a Veena instru- 
ment. E. F, Scoutten, director of indus- 
trial relations of the Maytag Company, 
spoke on “Human Relations for the 
Secretary,” stressing the importance of 
understanding people contacted on the 
job. He pointed out that the secretary 
needs to know and understand the per- 
sonality of other employes as well as the 
employer. At its regular meeting, the 
Education Committee obtained the serv- 
ices of Professor Margaret Keyes who 
discussed color and color harmony in the 
home and showed slides as illustrations. 
* * * 


A country store was the highlight of 
Sioux Chapter’s (Sioux City, lowa) din- 
ner meeting and bazaar in November, 
the attendance totaling approximately 
200. Home-made candy, fancy work, 
baked goods and art work were disposed 
of in the usual sales promotion manner. 
In addition, several business firms were 
responsible for the presentation of 
many lovely door prizes to the guests. 

* * * 


A dual event of Tall Corn Chapter 
(Council Bluffs, Iowa) in November in- 
cluded its ninth birthday celebration 
and pre-Christmas bazaar. Twelve visit- 
ing NSAers from Ak-Sar-Ben and Ne- 
boma Chapters of Omaha, Nebraska, 
were guests. The educational program, 
provided by Mrs. Helen Kissel, Edith 
Parsons and Irene Eyberg, was based on 
success stories of Joan Crawford and 
J. C. Penny who were born penniless 
and worked their ways to brilliant careers. 

‘ * * * 


Orchids to Gopher Chapter’s ( Minne- 
apolis, Minn.) Delores Schultz—“Miss 
Sales Executive Secretary of the Mid- 
west’—who was victorious in a contest 
sponsored by the Upper Midwest Sales 
Conference! She triumphed over con- 
testants from Minneapolis, St. Paul, Du- 


luth, Fargo-Moorhead and Winnipeg 

and, in addition to the coveted title, 

won an all-expense paid trip to fabulous 

Las Vegas, Nevada. As you probably 

know, Delores is chairman of the Na 

tional Membership Committee this year, 
* * * 

A highly successful rummage sale and 
swap party was the means of replenish- 
ing Cornhusker Chapter’s (Lincoln, 
Nebr.) treasury recently. The latter event 
proved to be. entertaining as well as 


lucrative due, in part, to Mary Ann§ 


Horky’s auctioneering talent. 
* * * 


The Christmas spirit prevailed at Ore-| 


gon Trail Chapter’s (Portland, Ore.) 
December meeting when Mrs. Myrtle 
McGuire demonstrated making wreaths, 
table centerpieces, et cetera, which were 
subsequently auctioned off at a substan- 
tial profit. Mrs. McGuire is head decora- 
tor for one of the leading local florists 
and has recently returned from a Euro- 
pean trip fired with new ideas. This 
chapter’s philanthropic aim was further 
reflected by eliminating the inter-chaptet 
gift exchange and substituting therefor 
contributions to the Volunteers of Amer- 
ica Home for Mothers, the Toy and Joy- 
makers and the Mental Health Associa- 
tion. In the educational program, 4 
23-week lecture course is being given 
free of charge to members, with a nom 
inal fee for non-members. Behnke 
Walker Business College is furnishing 4 
room without charge. Attendance is ex 
ceeding expectations and is composed of 
approximately 60% members and 40% 
non-members. This series of lectures will 
cover law, accounting and economics. 

bibliography has been prepared, based 
on the secretarial and CPS levels, at 
distributed to participants for back 
ground study. Twenty recently initiated 


members joined the ranks of Oregonj 


Trail at an impressive ceremony cot 
ducted by President Virginia Wirtanet 
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“Our Community and Civil Defense” 
was the crux of a topic given at the No- 
vember dinner meeting of Mt. Rushmore 
Chapter (Rapid City, S. D.) by Dick 
Mansfield, local civil service director. 
He explained the problems encountered 
and the manner in which an individual 
may assist in furthering work on the 
local level. Plans are in the embryonic 
stage for the annual Boss Night dinner 
meeting to be held in the spring. 

* * * 

It is becoming more and more ap- 
parent that public relations is one of 
the most important facets in everyday 
life, as evidenced by the frequency of 
presentations at NSA meetings, and Lo- 
mond Chapter (Ogden, Utah) is no 
exception in this respect. Howard E. 
Watts, chief clerk to the superintendent, 
Salt Lake Division of the Southern Pa- 
cific Railroad Company, in his Novem- 
ber talk on “Today We Build” touched 
upon our relations to each other—not 
only in our personal environment but 
also in our attitude toward fellow work- 
ers and general office relationships. 

* * * 


Glamour-minded secretaries of Sal- 
Ute Chapter (Salt Lake City, Utah) 
were coached on styling and visual poise 
by a representative of the John Robert 
Powers School at the November meet- 
ing. One of the secrets of attractiveness 
and that well-groomed look which he 
emphasized is to make down rather than 
make up. Candy in tin containers was 
distributed to each member to be sold 
at Christmastime, the proceeds of which 
will be earmarked toward defraying the 
delegate’s expenses to the Detroit Con- 
vention. The Continental Baking Com- 
pany was the locale of the annual Christ- 
mas party in December. Members and 
guests learned from a guided tour about 


} the mechanics of various equipment 


used in large-quantity bread making 
from the fermentation stage to the fin- 
ished product. Dora Ogborn of Pem- 
broke Company, a stationery firm, spoke 
on and demonstrated ways in which to 
wrap attractive Christmas packages, fol- 
lowing which there was the usual gift 
exchange. 


FRANCES ALLEY 
1832 East 2nd Street 
Wichita, Kansas 


SOUTHWESTERN DISTRICT 
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Standing are Margaret McCiellan and Katie Hearn; seated is Marguerite McCullough— 
all of Evergreen Chapter (Denver, Colo.), with little guests from Colorado State Home 
for Children. Secretaries acted as hostesses for 36 little girls at a luncheon-theatre-ice 


cream pafty. 


During October Wilshire Chapter 
(Los Angeles, Calif.) accepted Holly- 
wood Chapter’s invitation to join them 
in their meeting at the Knickerbocker 
Hotel in Hollywood. November 9, Wil- 
shire Chapter celebrated its seventh 
birthday. New members were initiated 
and California Division Vice President 
Odette Coppock was guest at the meet- 


ing. 
* * * 

The name of the Ancient City Chap- 
ter (New Mexico) has been officially 
changed to Santa Fe Chapter. Members 
of Albuquerque Chapter (New Mexico) 
were guests of the Santa Fe Chapter at 
their November meeting. Highlights 
were given of the Regional Meeting held 
in Albuquerque. 

* * 

The Airborne Chapter (Los Angeles, 
Calif.) hostessed the CPS award lunch- 
eon December 3 in the Terrace Room of 
Santa Ynez Inn. 

* * * 

Blossom Valley Chapter (San Jose, 
Calif.) gained new members as a result 
of its October champagne cocktail party 
for prospective members. A money rais- 
ing bazaar was held November 30. 

* * * 

CPS certificates were awarded at a 
joint Northern California Chapters 
luncheon at the Castelwood Country 
Club. Betty Khen, CPS of Lake Merritt 
Chapter (Oakland, Calif.) presented the 


certificates to Division President Mrs. 
Marie Bishop, Lake Merritt Chapter 
(Oakland, Calif.); Division Treasurer 
Jean Welch, Altmont Chapter (Tracy, 
Calif.); and Luella Walter of San Jose, 
California, who plans to become a mem- 
ber of Blossom Valley Chapter. Dr. 
Vernon Ouellette, associate professor of 
San Jose State College, was guest speaker. 
* * * 


Eight prospective members were guests 
at the November business meeting of 
Minisa Chapter (Wichita, Kans.). Na- 
thaniel Goodman, of the Family Con- 
sultation Service, spoke on Mental Health 
in Wichita. November 17 members were 
guests of Southwestern Office Supply. 
After a tour of inspection of the latest 
office supplies and equipment, they en- 
joyed cocktails followed by a buffet 
dinner. 

* * * 

Albuquerque Chapter was hostess to 
the Texas, Louisiana, New Mexico Re- 
gional Meeting November 4, 5 and 6 at 
the Alvarado Hotel. Mrs. Eleanor La- 
velle, SWVP, presided at the business 
sessions. Speakers included Anna Marie 
Adams, CPS from Houston; H. Wilson 
Maglidt, Sandia Corporation of Albu- 
querque; and Dr. Ruth Anderson, dean 
of the Institute for Certifying Secretaries, 
of Denton, Texas. Convention Chairman 
Mrs. Ruth Maher introduced the speak- 
ers. Mrs. Margaret Hicks was panel 
moderator. Highlights of the Regional 
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from the four corners of the NSA 








were the luncheon and fashion show; 
banquet and dance; and the brunch. 
Members attended from Colorado, Kan- 
sas, Oklahoma, Louisiana, Texas and 
New Mexico. 

* * * 

Big D Chapter (Dallas, Tex.) had a 
Christmas party for its December meet- 
ing. Christmas carols were sung. Tables 
were decorated with small Christmas 
trees; place cards were in the form of 
Christmas stockings; gifts were ex- 
changed; Big D’s choral group enter- 
tained; Camille Stewart told a Christmas 
story; the officers gave each member a 
copy of Leslie’s 20,000 Words. The chap- 
ter is sponsoring a course on Business 
Law. 

* * * 

Trinity Chapter (Fort Worth, Tex.) 
held its first workshop for secretaries at 
the Hilton Hotel, with attendance from 
Dallas, Denton, Weatherford and Fort 
Worth. “The Open Door” was the theme 
of the workshop. Member Nita Gothard, 
CPS, spoke on “The Door of Yesterday.” 
Charles Foote and Mrs. Louise Hague, 
staff members, Business Department of 
Texas Christian University, spoke on 
“The Door of Today.” The afternoon 
session was devoted to “The Door of 
Tomorrow” by showing a series of film 
strips, “Problems in the Office,” with 
discussions following each strip, led by 
Dr. Ruth I. Anderson. 


Westport Chapter (Kansas City, Mo. ) 
held its annual benefit card party No- 
vember 4. The evening was a success, 
adding over $300 to the Scholarship 
Fund. Helen Boyle, executive secretary, 
spoke at the November business meet- 
ing and conducted a question and answer 
session regarding functions of our Asso- 
ciation. 

* * * 

Sun and Sage Chapter (El! Paso, Tex.) 
presented its third annual Scholarship 
Award of $100; this year to a sophomore 
in secretarial science at Texas Western 
College. Five members attended the 
Regional Meeting in Albuquerque. Lead- 
ers tor the Secretarial-Stenographic ses- 
sions at the November Career Confer- 
ence at Texas Western College were 
Chapter President Mrs. Madelane Munas; 
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Mrs. Laniear Harris, Division Advisory 
Board member; assisted by Lelah Black, 
professor of Business Administration at 
the college, the chapter's only honorary 
member. Bosses’ wives were honored at 
a luncheon November 12. A Christmas 
party for husbands and guests was held 
December 16. The eighth annual Boss 
Night of Santa Monica Chapter ( Calif.) 
was held November 2. Mr. C. D. Mc- 
Carron, past president of International 
Optimists and prominent civic and busi- 
ness leader of Santa Monica, was MC. 
Gay Nineties was the theme arranged by 





Queen Beach Chapter (Long Beach, Calif.) members planning the “big top” themed party 
for annual Bosses Night are Cal Holmes, chairman, Marie Wells and Jeanne Hissner 
while one of the bosses, Mr. William Palmer, smiles his approval. 


Chairman Mrs. Nadine Wynns and her 
committee. General S. L. McCroskey, 
staff assistant to chief project engineer, 
guided missiles, at Douglas Aircraft 
Company, Santa Monica, was crowned 
Boss of the Year by his secretary, Eleanor 
McGrath. Guest of honor was Mayor 
Ben A. Barnard. 


* * * 


Suburbanite Chapter (Huntington 
Park, Calif.) hostessed a very successful 
Regional Meeting at the Mayfair Hotel 
in Los Angeles. Mrs. Eleanor Lavelle, 
SWVP, presided. Speakers included Mr. 
Morris B. Pendleton, president of Plomb 
Tool Company; Mr. Jerome Tompkin, 











vice president of Unit Chemical Com: 
pany; NSA Secretary of the Year Alice] 
Huntley; and CPS Institute Representa: 
tive Sarah Montoya. Activities include 
a cocktail party Friday night; busine; 
sessions and banquet and entertainmen 


Saturday; and Sunday morning brunch 
* * * 


















Poppy Trail Chapter (Fresno, Calif} 
reviewed the film, “The Right Touch; 
distributed by IBM. Dr. Lyon, loc 
chairman of “Diabetes Detection Week, 
spoke at the November meeting. Mem- 
bers held a farewell dinner for Mrs 
Geraldine Younts, who is being trans- 
ferred to French Morocco for 18 months 
service with the U. S. Air Force. Mrs, 
Mildred Huddleston, Fresno’s Secretary 
of the Year, spoke before the student 
body of Fresno Junior College during 
their Career Days. The chapter again J 
supplied food, clothing and toys for a 
charity family at Christmastime. 
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Houston Chapter’s (Tex.) Ways and 
Means Committee raised funds for its 
educational program at a game party 
and bake sale. Members provided the 
“cookery” for sale and the committee) 
made Christmas corsages also for sal 
The meeting was highlighted by a talk 
by Reverend W. P. Deatherage on “The? 
Philosophy of a Secretary.” 

* * * 


































Members of Queen Beach Chaptef 
(Long Beach, Calif.) rolled out the red 
carpet to their employers for the annual 
Boss Night. The swank new Petroleum) 
Club was transformed into a huge cir 
tent for the evening. Chucko, the Clown,’ 
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Shown here at the Regional Meeting ban- 
quet at the Mayfair Hotel, Los Angeles, 
are: Marie Bishop, div. president; Betty 
Jane Crane, president Suburbanite Chap- 
ter; Mr. Morris B. Pendleton, president 
Plomb Tool Company; Edna Souder, PRR; 
Mrs. Eleanor Lavelle, SWVP; Sarah Mon- 





student § toya, CPS Institute representative; and 
- during § Helen Twist, 1st vice president Suburban- 
: : ite Chapter. 

or again § 

ys for a 


entertained the 150 bosses, wives, guests 
and secretaries during the cocktail hour. 
Chairman Cal Holmes was MC. Florence 
Hansen designed and made elaborate 
carousels for the centerpiece of each 
table. The decor was completed by bal- 
loons and circus pennants hanging from 
the ceiling. 
* * * 

“The Secretary's Place on Manage- 
ment’s Team” was the subject discussed 
by a panel of four outstanding men 
from management along with three 
members of Golden Gate Chapter (San 
Francisco, Calif.). Panel members were 
Mr. Hugh Callagher, assistant to the 
| president of Matson Navigation Com- 
pany; Mr. Robert I. LaDow, district sales 
manager of Gregg Publishing Division 
of McGraw-Hill Book Company, Inc.; 
Mr. Lloyd E. Graybiel, vice president of 
American Trust Company; and Mr. W. 
Robert Stover, president of Western Em- 
ployers Service from management; Ber- 





d party § nice A. Hauber, president of Golden 
Hissner 
New CPSers in the Houston, Texas, area at 
Houston Chapter’s Fifth Annual Award 
ys and Dinner: Jean Williams, Hallie Madeley, 
for its § Sibyl Reser, Mrs. Sara Driscoll, Charlotte 
. party Kim, Mrs. Oma Cerrone and Mrs. Yvonne 
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Gate Chapter; Mrs. Frances S. Jones, 
CPS and Mary A. Stewart CPS from 
Golden Gate Chapter. Approximately 
250 members, guests and employers at- 
tended this discussion planned by the 
Education Committee and Marguerite 


Chess chairman. 
* * * 


At the November meeting of Orange 
Empire Chapter (Santa Ana, Calif.) the 
“Story of Disneyland” was narrated by 
Dorothy Manes and illustrated by colored 
slides. Miss Manes is Disneyland special 
events administrator. Members were in- 
terested in the photograph and article 
in the Fullerton News Tribune about 
President Peg Dozier’s work as secretary 
to the City Engineer, her family and 
their activities and her work in NSA. 
The Christmas party was held December 
1. Members presented gifts of records, 
finger paints, etc., to six children of the 
Exceptional Children’s Foundation of 
Orange County. 


ROSA MILLER 
P. O. Box 672 
Hickory, North Carolina 





\ =a 


SOUTHEASTERN DISTRICT 


At long last came November 11, 1955, 
the day Fort Lauderdale Chapter ( Fla.) 
had been planning and working for— 
the Southeastern District Meeting. Fes- 
tivities began in the evening with a 
reception hosted by executives of Fort 
Lauderdale members. Marie Starr, Fla. 
Division president and chairman of the 
meeting, and Sue Litsey, president of 
the local chapter, headed the receiving 
line, assisted by International President 
Cassandra Waterman, SEVP Jeanelle 
Walker and SWVP Eleanor Lavelle. 

Saturday morning, the official business 
session opened. The group was welcomed 
by Mr. George Peterson, vice-mayor of 
the city; and Mr. J. Fred Wynn, presi- 
dent of the Chamber of Commerce. 
Highlight of the session was an address 
by President Cassandra Waterman, who 
took as her subject, “S.0.S.”—Secrets of 
Success. She reminded delegates of the 
high aims and objectives of NSA, and 
urged that less time be given to social 
activities and more emphasis be placed 
on the pursuit of knowledge and profes- 
sionalization. 

The ABC’s of NSA were covered in a 
panel discussion, moderated by Marie 








Lehnert, president of Monumental Chap- 
ter, Baltimore. “A”ssociation was taken 
by Rosa Miller, Hickory, N. C.; “B”usi- 
ness by Professor George Wagoner of 
the University of Tennessee, member of 
the CPS Institute; and “C”ommunity by 
Odessa Henson of Atlanta, Georgia. 

For the Miss Southeastern District 
luncheon, tables were decorated with 
tiny dolls bearing the names of chapters 
from which candidates came. Eighteen 
candidates for the title paraded the long 
banquet room, from which three final- 
ists were selected to present their essays. 
Miss Southeastern District for 1956, is 
Sue Hancock of Tallahassee. Runners up 
were Louise Fritts of Greensboro, North 
Carolina and Kathryn Montague of Dur- 
ham, North Carolina. 

Keynote speaker for the “Venice of 
America” banquet was Prof. George 
Wagoner, whose topic was “Human Re- 
lations for the Secretary.” He also gave 
an interesting insight into the machinery 
of the Institute and, during the course 
of his discussion, awarded certificates to 
several 1955 CPS holders. Presentation 
of special awards was as follows: Bulle- 
tin, first prize to Columbia, South Caro- 
lina; second to Tallahassee, Fla.; and 
third to Executive Chapter, Washington, 
D. C. In the Scrapbook contest, Balti- 
more, Md. took top honors, with Miami, 
Fla. second, and Greensboro, North Caro- 
lina third. A special attendance award 
was made to Baltimore for the most 

Highlight of Sunday morning's “Car- 
members in attendance at the meeting. 
ibbean Wonderland” breakfast was Jean- 
elle Walker's talk on “NSA and You.” 
A more complete understanding of the 
work done by NSA through chapter and 
national releases and orientation classes 
for new members is needed she said. 
Baltimore's invitation to hold next year’s 
meeting there was accepted. 

The meeting closed with the an- 
nouncement that the Fort Lauderdale 
Chapter had donated $500.00 in the 
name of the Southeastern District to 
the NSA Home Fund, and the check was 
presented to Cassandra Waterman, who 
accepted it in the name of the Home 
Board. 


* * * 


Ralph Farmer, head of the Depart- 
ment of Business Administration of 
Berry College, spoke to the members of 
the Rome Chapter (Ga.). This was the 
first in a series of study sessions for the 
CPS examination. Mr. Farmer's subject - 
was secretarial accounting. He reviewed 
the principles of accounting with special 
reference to the secretary. 
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from the four corners of the NSA 





Posing prettily is Miss Sue Hancock, chosen 
Miss Southeastern District at the recent 
District Meeting in Fort Lauderdale, Fla. 


Malabouchia Chapter ( Jackson, Miss. ) 
helped in an outstanding way with the 
Cerebral Palsy Telethon and thirty mem- 
bers rang bells for the Salvation Army. 

* * * 


Gulf-to-Bay Chapter (St. Petersburg, 
Fla.) tried a new approach to CPS prepa- 
ration this fall. Supplementing regular 
study classes, the Education Committee 
sponsored a series of weekly lectures by 





Ready to take off for the Southeastern Dis- 
trict Meeting are: Mrs. Beatrice Butler, 
president Mississippi Division, and Lucile 
Little, president Malabouchia Chapter, both 
of Jackson, Miss.; and Mrs. Dorothy Theo- 
bald, Vicksburg Chapter ( Miss.) , treasurer 
of Mississippi Division. 
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local businessmen especially qualified 

through their practical experience and 

knowledge of CPS subjects. Each ses- 

sion consisted of an hour's lecture fol- 

lowed by a question and answer hour. 
* * * 

At the October meeting of the Mem- 
phis Chapter (Tenn.), Mr. Fred J. 
Payne, of Toastmasters, Inc., told of the 
advantages of education. The chapter 
united with the other business women’s 
organizations in Memphis in celebrating 
the Tenth Anniversary of The United 
Nations. The city wide observance of 
UN Day was an inspiring occasion with 
Major General Ivan L. Bennett (retired) , 
former Chief of Chaplains, U. S. Army, 
telling of the Town Meeting of the 
World and our aim for world peace. 

* * * 

Nina Waite, president of Durham 
Chapter (N. C.), was presented her CPS 
Certificate by her employer, F. Ross 
Porter, superintendent of Duke Hospital 
and professor of Hospital Administra- 
tion, Duke University. Miss Elizabeth 
Parker, CPS, who established and oper- 
ates a schoo] for training secretaries, en- 
couraged the members to prepare for 
the CPS exam and presented the chap- 
ter with dictation records for increasing 
shorthand speed. 

* * * 

The Miami Chapter (Fla.) held its 
Christmas party with Santa Claus and 
the usual festivities, but this year the 
members contributed usefully to a de- 
serving family. The chapter’s CPS pro- 
gram is receiving unusual recognition, 
resulting in much interest in the “back 
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Aria Cameron, Higue Danjelowicz, Glo- 
ria Dymling, Gloria Sabetta, and Helen 
Callahan. They spoke on the secretarial 
profession. All types of professions and 
trades were represented. Approximately 
1300 students attended. 

* * * 


At its first meeting Champaign-Ur- 


bana Chapter (Ill.), recently installed by 


the Abraham Lincoln Chapter (Spring- 
field, Ill.) was visited by eight Abraham 
Lincoln members. 
* * * 
Albany Chapter (N. Y.) collected toys 
for Christmas distribution to needy 
children and are also serving the com- 


| munity by addressing envelopes for use 


in the March Cerebral Palsy Drive. 
* * * 


Queen Anne Chapter (Suffolk Coun- 
ty, N. Y.) is addressing 5000 envelopes 
for the Easter Seal Campaign. 

* * * 

Marion Chapter (Ohio) held a 
Mother-Daughter banquet at Thanksgiv- 
ing time, combining appropriate season- 
al devotions with a tribute to the source 
of encouragement throughout career 
choice and professional development. 

* * * 

Lorain Chapter (Ohio) members are 
contributing one night monthly to the 
Crile Hospital for veterans and also as- 
sisted in typing cards for the United 
Appeal Drive and the YMCA member- 


* * 

Cincinnati Chapter (Ohio) had a 
father and son team as speaker and 
master of ceremonies at its fifth annual 
Boss Night Dinner: Judge James Gar- 


| field Stewart of the Ohio Supreme Court 


was the speaker and his son, Judge 


| Potter Stewart of the United States Dis- 


trict Court, was MC. 
* * * 

Big Wheel and Little Wheel was the 
theme for the Springfield Chapter 
(Mass.) Boss Night at which the city’s 
Mayor, the Honorable Daniel B. Brun- 
ton, was special guest of honor. 

* * * 

Lockport Chapter (N. Y.) included in 
its educational program a tour of the 
Buffalo, New York, Corn Exchange. C. J. 
Harriss, executive secretary and traffic 
commissioner of this fourth largest grain 
trading exchange in the United States, 
with his secretary, Mrs. Lucy Leonard, 
conducted 18 Lockport NSAers on the 
tour. Education Committee Chairman 
Sybil Thomas arranged the tour to 
broaden the secretaries’ acquaintance 
with phases of the business world. 

* * * 


Hartford Chapter (Conn.) gave a 
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benefit chicken barbecue at member 
Maybelle Shepard's home for members 
and guests, the proceeds of which were 
contributed to the NSA Home Fund. 
The chapter also aided the Arthritic & 
Rheumatism Foundation of Connecticut 
in its fund-raising campaign by inserting 
33,000 enclosures in envelopes. 
* * * 

Stamford Chapter (Conn.) at a recent 
meeting witnessed presentation to Anne 
Mulhare by Mr. Chester Soucek of 
Underwood Corporation of a typewriter 
which she won in a typing speed compe- 
tition at the national convention in 
Chattanooga. 

* * * 

In connection with a study of correct 
secretarial telephone technique at the 
Valley Chapter (Aurora, Ill.) November 
meeting, a tape recorder was used to 
record the voices of those present for 
playback and commentary. Attending the 
meeting were ten visiting secretaries 
from the DeKalb-Sycamore, Illinois area 
who are interested in forming a chapter 
in their vicinity. 

* * * 

River Park Chapter (Wyandotte, 
Mich.) named Mr. John H. Reifel, direc- 
tor of development, Wyandotte Chemi- 
cals Corporation, its Boss of the Year. 
The award was made by his secretary, 
Nellie Hardy, at the chapter's first Boss 
Night observance—Hawaiian in theme, 
with the tribute a “Royal Coronation.” 

* * * 

Lafayette Chapter (Ind.) was well 
pleased with the turnout for its first 
Boss Night in three years. Over 50 sec- 
retaries and guests reported a very en- 
joyable evening at the Purdue Memorial 
Union Building. Dr. G. H. Mayer of 
Purdue’s History Department spoke on 
his experiences in India as lecturer on 
American History and Civilization at 
the universities in Gauhati, Lucknow and 
Osmania. 

* * * 

Norwalk Chapter (Conn.) collabo- 
rated with volunteers from a number of 
other women’s organizations in that city 
in the local TB Association Christmas 
Seal mailing. The chapter also dispensed 
with its customary Christmas dinner 
meeting and contributed the dinner fees 
to the Salvation Army and Star (a society 
to advance the retarded) to brighten the 
Christmas of those less fortunate. A bas- 
ket of small gifts, given by the members, 
was also sent to Newton State Hospital, 
Newton, Connecticut. 

* * * 

Again this year, members of the Genie 

Chapter (Lima, Ohio) addressed the 
















































Rock River Chapter (Moline, Rock Island, 
East Moline and Silvis, Illinois) has held 
two successful secretarial institutes. Pic- 
tured here planning a third institute for 
April 14 are the chairmen and members of 
the advisory board: Katherine Edstrom, 
general chairman, T. E. Stahl, H. R. Frei- 
tag, M. L. Putnam, Clayton B. Peterson and 
Madeline Walsh, president. Standing: Eu- 
nice Lohman, Rosemary Ward, Mildred 
Hogberg, Marit Nordquist, Betty Denkhoff. 


24,000 envelope labels for the annual 
Christmas Seal Campaign conducted by 
the Allen County Tuberculosis and 
Health Association. Chapter President 
Faye Howell and thirty members han- 
dled the “detail” in the evenings after 
their regular work day. 

* * * 


Barbara Knapp, editor of the Paterson 
Chapter (N. J.) Buzzer, was guest speak- 
er at the Clifton, New Jersey High 
School Secretarial Club, composed of 
commercial students who gain experi- 


Off to Buffalo — Eighteen members of 
Lockport Chapter visit the Corn Exchange 
of Buffalo as part of the Chapter’s educa- 
tional program. Shown here are: Helen 
Rainsberg, Betty Markley, Anna Vinci, 
Mrs. Ruth Letts, Mrs. Dorothy Wolfelt, 
Ruth Reabolt, Rita Haley, Mrs. Helen 
Bush, Mrs. Betty Barry, Dorothy Condon, 
Mrs. Beatrice Chapman, Marie Newman 
and Mrs. Jean Ginty. 








from the four corners of the NSA 











Three of 31 Lima secretaries addressing 
envelope labels for the Allen County Tu- 
berculosis and Health Assn.’s annual Christ- 
mas seal campaign. Members of Genie 
Chapter, they are Ruth Wright, Mildred 
Shondel and Mrs. Dorothy Banks. 


ence by working in various school offices 
while taking business courses. Miss 
Knapp reviewed her duties and experi- 
ences in secretarial work. Similar presen- 
tations by other members of Paterson 
Chapter employed in various fields, 
manufacturing, banking, engineering, 
etc. will be scheduled for this student 
group. 
* * * 

Newark Chapter (Ohio) enjoyed its 
fourth Boss Night in the Moundbuilders 
Country Club. Mr. Ned Stout of Radio 
Station WCLT was MC. Ohio Division 
President Marjorie Aler was an honored 
guest. Mr. Gerald Kreasman, purchasing 
agent, Ohio Axle and Gear Company, 
was chosen Boss of the Year. 

* * * 

At the Boss Night of Codi Chapter 
(Canton, Ohio) the speaker, Mr. Sher- 
lock Holmes Evans, humorist and author 
of “Father Owned a Circus,” prefaced his 
talk with commendation of the chapter 
for its efforts in aiding high school stu- 
dents in vocational selection, hiring the 
handicapped and combatting juvenile 
delinquency. Ohio State Treasurer Alice 
Lahr was a guest. 

* * * 

Zanesville Chapter (Ohio) produced 
an outstanding bulletin for its December 
meeting. The cover, of red construction 
paper, in the shape of a house, had shut- 
ters which opened to disclose cellophane 


30 





windows. Carolers were shown beneath 

street lights in three-dimensional effect. 

Pages inside the bulletin were decorated 

with pictures from old Christmas cards. 
* * * 

White Rose Chapter (York, Pa.) had 
an attendance of 105 at its eighth Execu- 
tives’ Night. The speaker was Mr. T. 
Russ Hill, president of Martin-Parry 
Corporation, Toledo, Ohio. Mr. J. Gor- 
don Reber, district operating superin- 
tendent of Metropolitan Edison Com- 
pany, was chosen Boss of the Year. 

* * * 

Heart of the Nation Chapter (Terre 
Haute, Ind.) had as speaker for its first 
Boss Night, Mr. Ross C. Shannon of St. 
Louis, a humorist and philosopher, and 
rounded out the entertainment with 
“The Dixieliners,” champion barbershop 
quartet of the Indiana-Illinois-Kentucky 
area, oo. 


Waterbury Chapter (Conn.) members 
thought they knew how to read—but 
William B. Elwell, former teacher, intro- 
duced them to methods of reading at 
their November meeting which promised 
greater rewards in their reading both for 
improvement and as a pastime. 

* * * 

Motor City Chapter (Flint, Mich.) 
entertained for the members’ bosses at 
an “Evening at Moulin Rouge.” Dr. 
Chester S. Koop was crowned Boss of 
the Year. Dr. A. Conrad Posz, assistant 
professor of Communication Skills, 
Michigan State University, Lansing, 
spoke regarding employer-employee re- 


lationships. 
* * * 


Pawtucket Chapter (R. I.) was visited 
by several members of the Newport 
Chapter (R. I.) at a recent meeting. 

* * * 

Beaver Valley Chapter (Rochester, 
Pa.) celebrated its seventh anniversary 
recently, with birthday cakes decorating 
each table, at the Penn-Beaver Hotel in 


Rochester. 
* * * 


Galesburg Chapter (Ill.) has chris- 
tened its bulletin, to be published month- 
ly, “The Semaphore,” so that its com- 
munication to members may be symbolic 
of a mode of signaling in general rail- 
road use . . . Galesburg being a “rail- 
road city.” 









THE HUMAN 


RELATIONS ANGLE; 


(continued from page 13) 


strained, understanding of feelings, not 
words, is the main problem. 
Sometimes feelings are hidden, con- 


sciously or unconsciously. Each one of | 


us has certain fundamental needs. We 
each need acceptance and love. We need 
to feel our work or our actions are sig. 
nificant and recognized as significant by 


others. And we need to feel safe. When § 


any one of these basic needs is threat. 


ened, watch out! The girl who gossips, | 


who comes in late. The boss who is 
overly-critical. Before you throw up your 
hands in despair, quit, or retaliate, take 
a long look behind their actions to find 
out what they fear, what emotional needs 
are not being met. Then you can begin 
to understand why they are acting the 
way they are. Take the department head 
who is determined to have every job 
done to perfection. He expects perfec- 
tion from himself and naturally from 
you since you are—he feels—merely an 


extension of his own personality. Or the F 


eternal sphinx who goes on the theory 
that the less he tells you about over-all 
operations and policy, the better off 
you'll be, yet expects you nevertheless to 
somehow assimilate this information by 


telepathy. It’s not ever easy to work with § 


people like this, but is easier when you 
understand why they are behaving as 


they do. Too much trouble? Trouble, 7 


yes. Human beings, with all their com- 
plexities, are trouble. But too much 
trouble? I think not. 


As you grow in understanding, you § 


can reflect your understanding to those 
who need it. The Chinese have a saying: 


“A single kind word keeps one warm § 


for three winters.” As you develop your 
own skill in communication, you can 
communicate to others who need it a 
sense of acceptance, of significance or of 
safety. The understanding you develop 
can help you to help others. Will it be 
enough to matter? Enough to improve 
the human relations in a whole organiza- 
tion? Yes, sometimes it is enough to do 
just that. 


I urge you to develop even greater 
awareness and understanding of your 
relationships with others — your co 
workers, your friends, your family; and 
to make your own communication — 
verbal and non-verbal—even more crys- 
tal clear; to further improve your ability 
to receive what others communicate; | 
and, above all, to strive constantly for a 
warm, friendly, “together” attitude. 
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Welcome New Chapters 


JOHNSON CITY, TENNESSEE 
(Tri-Cities Chapter ) 

President 
Hazel Padgett 
707 West Poplar Street 
Johnson City, Tennessee 


Vice President 
Mrs. Nellean McQueen 
Route #1 
Elizabethton, Tennessee 
Recording Secretary 
Willie Crumly 
1912 Windsor Avenue 
Bristol, Tennessee 


Corresponding Secretary 
Jessie Day 
623 Hamilton Street 
Johnson City, Tennessee 


Treasurer 
Thelma Taylor 
600 West Maple Street 
Johnson City, Tennessee 


SAN LEANDRO, CALIFORNIA 
(San Leandro Chapter) 
President 
Mrs. LaVerne Ceaven 
997 Ark Drive 
San Leandro, California 
First Vice peserrent 
June Hunte: 
7 Republic Supply Co. of Calif. 
919 Williams 
a Leandro, California 
Second Vice President 
Mrs. Edna Dignam 
1825 Oriole Avenue 
San Leandro, California 
Recording Secretary 
Mrs. Dolores Protzman 
14831 Bancroft 
San Leandro, California 
Corresponding Secretary 
rs. Marion Jones 
1 E. 14th Street 
San Leandro, California 
Treasurer 
Mrs. Neila Renfro 
286814 Carmel 
Oakland, California 


Changes in Chapter Officer Directory 


BALTIMORE, MARYLAND 
Corresponding Secretary 

Mrs. Gladys V. Johnson 

1602 Thetford Rd. 

Baltimore, Maryland 
BECKLEY, WEST VIRGINIA 
Treasurer 

Mrs. Elfa Boggs 

Amere Gas Utilities Co. 

P. O. Box 1251 

Beckley, West Virginia 
BOSTON, MASSACHUSETTS 
Treasurer 

Mrs. Celia M. Stroup 

525 California Street 

Newtonville 60, Massachusetts 
HOUSTON, TEXAS 
President 

Wilda Campbell 

5028 Verdome Lane 

Houston, Texas 
LAREDO, TEXAS 
Corresponding Secretary 

Mary Helen Ramirez 

P. O. Box 1193 

Laredo, Texas 
LITTLE ROCK, ARKANSAS 
Corresponding Secretary 

Mrs. Betty Eggleston 

816 E. 24th Street 

Little Rock, Arkansas 
LONDON, ONTARIO, CANADA 
Treasurer 

Phyllis Liningston 

90 Hamilton Rd. #5 

London, Ontario 
LONG BEACH, CALIFORNIA 

(Queen Beach Chapter ) 
Treasurer 

Mrs. Charlene Tritten 

1753 E. Ocean Blvd. Apt. #2 

Long Beach, California 
LONG ISLAND, NEW YORK 

(Queen Anne Chapter ) 
President 

Rose D. Washington 

#3 Barberry Road 

West Islip, New York 
LOS ANGELES, CALIFORNIA 

(Wilshire Chapter ) 
Vice President 

Ruth Stevens 

10712 Sampson 

Lynwood, California 
Corresponding Secretary 

Mrs. Nancie Eisenstadt 

901 W. 64th Street 

Los Angeles, California 
MEMPHIS, TENNESSEE 
Treasurer 

Alver Nielsen 

701 McCall Bldg. 

Memphis, Tennessee 
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MONROVIA, CALIFORNIA 
President 
Gladys Wilson 
121 E. Camino Real 
Monrovia, Cal:fornia 
Vice-President 
— Gilvert 
46 W. Cherry Street 
dba California 
Recording Secretary 
° Lucille Davis 
19223 W. Bridwell Street 
Glendora, California 
Corresponding Secretary 
Lucille Leipold 
3844 N. Willow Avenue 
Baldwind Park, California 
Treasurer 
Mildred Tuggle 
8930 E. Lawrence 
Rosemead, California 
OWENSBORO, KENTUCKY 
Treasurer 
Mary Lydian Greenwell 
703 Frederica Apt. #6 
Owensboro, Kentucky 
PORTLAND, MAINE 
President 
Anne M. Doyle 
Guy Gannett Broadcasting Service 
390 Congress 
Portland, Maine 
RICHMOND, INDIANA 
Corresponding Secretary 
Mrs. Ruth McPherson 
263 S. W. 3rd Street 
Richmond, Indiana 
ROME, GEORGIA 
Recording Secretary 
Eetty N. Price 
1012 Avenue D 
Rome, Georgia 
SAN DIEGO, CALIFORNIA 
Treasurer 
Mrs. Dilys V. Hall 
4251—46th Street 
San Diego, California 


STATE OFFICERS 


MINNESOTA 
President 
Mrs. Ruth A. Otis 
1212 Fashay Tower 
Minneapolis, Minnesota 
WASHINGTON 
Treasurer 
Mrs. Gertrude Diyorio 
111 E. 115th Street 
Tacoma, Washington 


Dates to Remember 


DIVISION MEETINGS 


Southwestern District 
Kansas 
Time: April 21-22 
Place: Manhattan 
Missouri 
Time: May 18-20 
Place: Arrowhead Lodge, Lake Ozark 


California 
Time: May 19-20 
Place: Sir Francis Drake Hotel, 
San Francisco 


Texas-Louisiana-New Mexico 
Time: April 6-8 
Place: Galvez Hotel, Galveston, Texas 


Southeastern District 
Delaware-Maryland-District of Columbia 
Time: May 18-19 
Place: Hotel duPont, 
Wilmington, Del. 


NATIONAL SECRETARIES WEEK 
Time: April 22-28 


NATIONAL CONVENTION 
Time: July 18-21 
Place: Detroit, Michigan 








in memoriam 
NSA lost one of its best known and 
most beloved members in the passing 


of Ruth Key on Wednesday morning, 
November 23. 


Ruth’s rare charm and delightful 
personality won her a legion of friends 
wherever she went. Her devotion to 
NSA is attested by her long record of 
service in the interest of the Associa- 
tion. She served as president of the 
Atlanta Chapter in 1953-54 and also 
as chairman of the chapter’s CPS and 
Education Committees. Many will re- 
member her as the genial sergeant at 
the 1955 Convention. She was appoint- 
ed chairman of the 1955-56 Nationai 
Achievement Award Committee. 

To Ruth’s husband, Allen Key, we 
extend our deepest sympathy and pray 
he will be comforted in his great loss 
by our Divine Master. 
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Library Periodical Room 
University of Utan 
Salt Lake City 1, Utah 7 


Once you've tried it, you'll never give it up 


“Love at first sight” describes the way you'll feel 
about the new Royal Standard Typewriter. 

Try its touch. Light and easy, isn’t it? Now, tabu- 
late a bit . . . with a simple twist of the wrist. Or set 
margins. Click! That’s all you do with Royal’s famous 
““Magic’”® Margin. 

Try every control key. Easy, aren’t they? They were 
built with you in mind. 

Royal Standard Typewriters are preferred 214 to 1 
by people in business who type. Royal Standards are 
rugged. They take less time out for repairs. 


So, how about a free trial? Your Royal Representa- 


® 
ROYAL Ss tandar d electric + portable» Roytype® business supplies i= 


tive will be glad to bring a new Royal Standard to 
the office. 

This typewriter comes in green, pink, blue, yellow, 
brown and gray. Pick your color. Then, call him and 
tell him which color Royal Standard you would like 
to try. It goes without saying that they are beauties. 


But before you lift up that telephone...a warning. 


Once you’ve 
tried the new 
Royal Stand- 
ard, you’!] nev- 
er give it up. 
So, be careful. a 
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Royal Typewriter Company, Division of Royal McBee Corporation. 
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